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TODAY'S WEBINAR . . . .

 Phones are muted

- If you have any questions during the presentation,
please use the Q & A feature to the right of your
screen.

- The SSN Upload User Guide is available at:
WWW.CSac.ca.gov

« Click on High Schools or Colleges
« The User Guide is located at the bottom.

—




AGENDA

- Assembly Bill 2160, Ting.

Establish and Renew WebGrants Access
Accessing WebGrants

GPA Calculation

Individual GPA Submission

GPA Batch Upload

Reports

Corrections

—




ASSEMBLY BILL 2160

- Approved by the Governor September 27, 2014

- Becomes law January 1, 2015

- In effect for the 2016-17 application year

—



ASSEMBLY BILL 2160

» Beginning with 2016-17 GPA submissions

» This state mandate requires all high schools (public
and charter) to upload GPAs for all enrolled seniors.

» High schools will need to create an opt-out process

» High Schools will need to provide students/parents an
opt-out option no later than October 15th,

—




WHY USE WEBGRANTS TO SUBMIT GPAS?

« GPAs can be submitted individually or in batches.

- WebGrants has built-in edits to catch errors.
- Confirmation that GPAs have been accepted
« Access to Reports

* More secure than US Mail

- Faster than completing paper GPA forms

- Students are awarded sooner

* Free! — Save your school or student the cost of postage

—




ESTABLISH & RENEW WEBGRANTS
ACCESS




ESTABLISH A WEBGRANTS ACCOUNT

« WebGrants Access Request forms
* WWW.CSac.ca.gov

« Click on:

High Schools or Colleges
WebGrants

Request for System Administrator Access
Request for Security Agreement

—




SYSTEM ADMINISTRATOR'S ACCESS REQUEST FORM

® Form is used to add or delete
administrators access to the
WebGrants system.

® Form must be sighed by
administrator requesting access
and the principal of the school.

® Without principal signature access
cannot be granted.

® The college Access Request form
is similar

Grant Delivery System (GDS) - WebGrants
High School System Administrator's Access Request Form

[ High School Section

A signed information Security and Confidentialify Agreement must be received and approved by the Californiz
Studenf Aid Commission prior to accessing the GDS - WebGrants sysfem.

[High School Name

High Schoal Address ity | State ‘ Tip Code
Tollege Board Cade CO5 Code :

WASE Accreditation Code for other aiig =} ) | Accreditation Association Contact Infarmation @ other han WASC)
Il. Personal Sectlon (to be ¢ by person req ing access)

Mame (Last, First, Midalie initial}

1. Special Identifler (Chack only cne; Nmied to nine alpha-numenc characiers maximum)

Mother's Maiden Name Pet's name
Favorite food Model of your first car (ie, Mustang)

2. Domaln Name of the Metwork:

Mote: The item 2 above is mandatory. Please contact your [T depariment to get the Network domain name.

I certifi that I have received and reviewed all security and confidennality policies pertaining to the use of
the Commission's GDS - WebGranes System

Signaturs

Tile ‘ Date

E-mall Address (see Instructions on the reverse) Phons Numbsr poo) oo | Fax NUmBer [o] o 00
11, Access Kequest and High School Certification Section (to 5e compieted by PRINCIPAL verifiing mocess)

If Chasgisg mer from 2 School System Admimistrator to 3 Scbesl |Date Request Submitted
User, please fll sut User Access Reguest form.

New Chanz= Fr— Delete Tser 1D

O O O O

T cerafy that T am the High School's Principal and thar I have designated the above named emplayee as our
System Administrator for the GDS - WebGranss System.

Name of Principal - print or type Telephons Nomber (T Tre-ax

Signature of Principal Fax Number (xx) mr-xxmm

E-mail Address

For CSAC Use Unly | Updated By | Dt

Form#01-5002 g2/2a/2011




SECURITY AND CONFIDENTIALITY AGREEMENT

Form must be completed and sent
with the System Administrator
Access Form.

Form is to be signed by
administrator requesting access
and the principal of school.

Form is to be signed by
administrator requesting access
and the principal of school.

The college Security and
Confidentiality form is similar

CIRNIA
NT AID
COMMISSION

High School Grant Delivery System (GDS) — WebGrants r
Information Security and Confidentiality Agreement

A signed Infmiation Sacwity and Confiden

Agreement (e “Agreement?) is required by the Calfbmia Stent Aid Commission from any
instiution accessing the GOS - WebGrans System.

High School Name College Board Code

Waatern Assoclatlon of Schools & Colleges (WASC) Code | CD3S Code
for ciher Elgibie Regional Asseciation Code]

Zip Code

High School Address Clty | Stats

The High School listed above 3grees 1o comply with the following requirements as a condition of gaining access 1o Me GDS —
WebGrants System of e Califomnia Student Ald Commission (e Commission):

1. Paszwords and user idenSfication numbers (D) ane to be neated as confidensal Information. chool empioyees shall not shars
paszwerds and ID=.

2. T migh school’s Frincipal will designate anoiher individual a3 the high schocis System Admiristmior. The System Adminisirator wil be
granted e ausnorky and respon skt 10 oeate or disabie Rdvidual school user accounts for that high schoofs 55 access 10 the GO -
\WebGrants 3ystem. The Principal wil not have Sis autharity and resporsibiy.

3. Compaterized fles creabed pursuant ko this agreement Inciuds confdential informaticn. These Sies. and the dats contained within Sese
compuierized Sies will e mainkined by the Commission corsistent with federal and state privacy laws, and must be freated with the
utmest confdentialty by all partes.

4. The high school shall taie all reasonable precautions to protect the data in the 5y
Data shal not be altered, destroyed, Copied, upioaded, or downioaded from e 3
User Access Request sorms.

5. The Commission reserves the Fight o revoke 3CCESs B0 She GO9— WebGrants System to any high school or Rdividual staff member
without notice.

t=m from unauthosized access, change of destnaction.
bem excegt 23 authorized In the approved Extemal

5. WWERIN five (5) WOrKNg CAYS Of ROSCE, e SYSIEM AQTINISITAIDr Wi DIS30E M PASIWORd and ID Of any empioyEs Whose change n
Eempioyment stabus o duSes Ao ONgEr rEqUInes access o the GD3- WebGranss System. Documentabion of this acton shall remain at
the schoo.

7. T migh school shal compiete 3 new Agresment should the Principal o System Adminismaior leave the high school. The new
Agresment must be fled no later than 5 days afier a new Frincieal or Zystem Adminisirater b= appoinisd.

8. T righ school shail comply with all federal and Caifomia information security and confdentialty @ws, Incuding the Comprehensive
Compater Data Access and Frawd Act (Cailomia Peral Cods 3ection SOZ)and imfarmabion Fractices act of 15 il Code 9738 et
seq)

3. T high school shall enzare that information ransmilted eiecionically of ofherwise i S Commission has been examined and i3
compiets and accurate to the best of B knowiedpe. NO unencrypied emall or siomge media containing confidential imformation
shal be sent to e Commizsion. Decryption keys shall nct be: sent with the encrypeed data.

NOTE: A high school's Principal and System Administrator may not be the same person.

I, the undersigned, ceny tat | am te System Adminisirator for this Agreement. | have read and understand this agreement
and certly that | Wil COmaly with the requirements stafed herei

signature — High Szhocl Sysiem Adminicirator 1 Print Name Date
E-Mail Adoress Telephane Humber Fax Number
Elgnaturs — HIgh Sshocl Sysiem Adm Frint Name Dats

E-Maill Address Telephane Humber Fax Number

1, the Lndersignad, certity that | am e Principal of the high SChood Isted S00VE and 3mM UTGNZEd 10 3ot on £s behalt, [ have
read and Understand this agreement and centty tat the high school Is & WASC sccredied or ofherwise regional accredied a5
required by Tiie 5, Calfomia Code of Reguialions Section 30008 and Bs alhorized users wil comply With the: requiremeants

stated herein. As the Algh school’s Principal, | hereby designate iduafs) Identmed above as this high SEhool's System
!I.HI\IWIH — High 2ohool Prinoipal Print Kame Date
E-Mall Addrecc Teleohone Mumber Fax Number

Form #01-2001 03182011




WEBGRANTS ACCESS FORMS

- Forms should be sent by mail; Keep a copy for your records

« WebGrants access must be renewed:
- every other year for high school users
- every year for college users

« Once your forms are processed:

- The System Administrator will be emailed a link to the
WebGrants User Account Page

- The principal will be emailed the passcode

* You must obtain the passcode and User-ID from your
principal for initial log-in.

—




ACCESS FORMS

» CSAC Technology Help Desk
o 888-294-0148
o csachelpdesk@csac.ca.gov

Status of Access Request Forms
WebGrants Log-in Assistance
Password Reset

—




ACCESSING WEBGRANTS




HTTPS://WEBGRANTS.CSAC.CA.GOV

WEBGRANTS

California Student Aid Commission
WebGrants System

v] California
GOV ‘t Student Aid Commission

Cal Dream Act

FAFSA

s DBENEE®

e —

Welcomel

Please sign in
Please enter your user name, password.
Authorized Use Only

Help With Your Account

Need to create an account?

serhame [ ]
Password [

L For a School Administrator Account:
Plea=e call 1-886-254-0148
or E-mail C5AC Suppart
L For a User Accounts
Contact your School Adminiztrator
For Browser Versions or Monitor Sereen Ares Settings:
Help With Your &ccount
L ApplefMas Compuber

Pursuant to section 302 of the Califomia Penal Code and Public
information will be prosec

Help | ContactUs

| Glossary | Cal Grant Elgibde Schoole | important Links

Results may be unpredictable

25-274, Title 18, United States Code, unauthonized access to apglicant
= Tull extent of the law.

| ECMC | Carsers




USER GUIDES
LOCATED WITHIN THE HELP LINK

California Student Aid Commission Portal Meny WebGrants Tools Help Sign Out
WebGrants System

H § Welcome!
e 10 the WebGrants Menu

Please contact your School's System Administrator if you need access to additional screens.
WebGrants Menu Account Information
Enrollment View Your Account Details

GEA Help With Your Account
Student Info

School Info
Roster/Reconciliation
Data Transfer
Chafee Grant

Byrd Scholarship
NON-SSN GPA

Privacy Policy Contact Us

V/ Notton

Symantec




WEBGRANTS HELP MENU

Help Center

User Guides
Getting Started (Rewvised Apnl 15, 2004)
Getting Started for High Schools (Revised November 13, 2003)

High School Grad. Date Verification Screen (Revised May 14, 2014)
Tools (Revised November 5. 2004)

Non-3SN GPA Upload User Guide (Updated August 2014)

Non-SSN GPA Matching and Edit Screens User Guide (Updated February 24, 2014)
SSN GPA Upload User Guide (Updated August. 2014)




CAL GRANT GPA INFORMATION RELEASE FORM

» Provided for high schools who's policy requires permission prior
to GPA submission

« A Form for students to take home

« Explains California Information Privacy Act of 1977
« Requires a parent and student signature

« Social Security Number

« To be returned to high school and retained

—




CAL GRANT GPA INFORMATION RELEASE FORM

Cal Grant GPA Information Release Form

form wed oy chen oal wil ek pour P iforia Shuderd Skd Comeision

fing pesord s Jasuary 1 — March 2 Apchy oning of weew '

D¥d you obtain this 35N through the Defiermed
1. Student’s Social Security Number (S5N) Action for Chilanood Amvals (DACA) program?

- - _.,G‘m*‘ Yes () Mo O
3. Please print your last name

|
— Your Gender (fI¥ in bubbie)
| ] —_ e 0 rFemae O

6. Please print your permanent maling address
[T

4. Please print your first name and middle initial

ity St ar

7. Please print your Date of Birth (MM DD YY)

[TT1T7]

B. Please print your emaid address

By signing this release form, | authorze e release of my high sehool Cal Grant GPA Information and SSN
[ applicabde) to the California Student Ald Commission, for use In the Cal Grant application process.

Student Signature Etudent Phone Number Cat=

1.am the parsnt or lagal guardian of the above namad minos, and | authonze the release of this minor's high
school GPA INformation and soeial securty number (T applicanie) to the Calfomia Student Ald Commission
for use In the Cal Grani application process.

Paremilegal Cuardan Sgnature Farent Prone Mamber Date

Prinkt Parent Mame Parent emall address

Please visit @ww.CS3C.Ca.90%/privacy.asp for the Callfornia Studsnt Ald Commission’s privacy statement.
For School Usa Only

SSID (if applicable)  School Student ID GPA School Code Grad Date

=10




CAL GRANT GPA INFORMATION RELEASE FORM

- Form located at www.csac.ca.gov

* Click on:

= High Schools
= GPA Release Form - for students

—



CAL GRANT GPA CALCULATION




CAL GRANT GPA CALCULATION

FOR HIGH SCHOOL SENIORS THAT HAVE
NOT GRADUATED

® Use grades from sophomore year through summer after junior
year only — No senior year courses.

® Do Not include grades from P.E., ROTC, or Remedial Courses
(as defined by the school).

® Failing grades not retaken prior to the senior year must be
included.

® Calculate the GPA’s on a 4.00 scale - Weighted GPAs over 4.00
will not be accepted.

—




CAL GRANT GPA CALCULATION

FOR HIGH SCHOOL GRADUATES

« Use grades from sophomore year through summer after senior
year.

« DO NOT include grades from P.E., ROTC, or remedial courses
(as defined by the school).

- Failing grades not retaken must be included.

« Calculate the GPAs on a 4.00 scale - GPAs over 4.00 will not be
accepted.

—




CAL GRANT GPA CALCULATION

FOR COLLEGE STUDENTS

® Please refer to the www.csac.ca.gov website for specific
instructions on calculating a college GPA.

Reestablished California Community College GPA:
Based on 16-23 completed units

Regular California Community College GPA:
Based on 24+ completed units

—



http://www.csac.ca.gov/

QUICK TIPS

Don’t Wait! — GPAs can be submitted now!
Establish a WebGrants account.

Check on your existing WebGrants account
status — You may need to reset your password.

Refer to the WebGrants User Guides on the GPA
upload process.




INDIVIDUAL GPA SUBMISSION




INDIVIDUAL GPA SUBMISSION

California Student Aid Commission

Poral Meny WebGrants Tools Help Sign Out

WebGrants System Gpa Student info School Info RosterReconciliation Data Transfer Chafee Grant

Povacy Policy

Contact Us




INDIVIDUAL GPA SUBMISSION

California Student Aid Commission (sarrD) Portal Menu WebGrants Tools Help Sign Out

Upload GPAs | File Upload Status | Add GPAs | Change/View GPAs | Hish School Graduat Verification

GPA Certification

Please review the GPA Certification Agreement. If you agree to the terms and
conditions click ACCEPT to continue.
To Submit GPA's, you must certify that vou are an authorized
school official and that the reported GPA's:
1) are correct and are accurately reported to the best of
your knowledge under penalty of perjury, and
2) are subject to review by the Commission or its designee.

N
w [ Decline |

Privacy Palicy Contact Us

Ve n
Trusted

VERIFY B




INDIVIDUAL GPA SUBMISSION

California Student Aid Commission (sarrD) Portal Menu WebGrants Tools Help Sign Out

WebGrants SVEtem Enrollment GPA  Student Info  School Info  BosterPeconcilistion Data Transfer  Chafes Grant  Burd Scholarzhip

Upload GPAs | File Upload Status § Add GPAs § Change/View GPAs f Add Test Scores | View/Change Test Scores § High School Graduate Venfication § Reports
Delete GPA Batches | Late GPA s | Upload NON-S8N GPAs | NON-S5N GPA Process

Add GPA Records

School Code will
Aufo -Populate  SSWITNET. Enter # of records
| fo add

AC when this step

USED = [l Academic Year - EERIIAE Select

Please Enter the Number of New Records to J'-Lll




QUICK TIP

When adding GPAs individually, add no more than
10 at a time.

The WebGrants System will time out; if the system
times out before you click “"Submit” the GPAs will
not be saved.
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HS GPA
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Gra ate
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{mmyyyy)

10

Submit GPAs to CSAC |




INDIVIDUAL GPA SUBMISSION

Portal Menu WebGrants Iool: Help SignOut

California Student Aid Commission
WebGrants System Exolment GPA Studentinfo Schoollnfo RosterReconcilistion Data Transfer Chafee Grant Byrd Scholarship

Pelete GPA Batches § Lat PA Appeals PA Frocess

NON-SO ¥s

)

/PiOaa

Add GPA Records

& Click on GO or Enter
“ Enter information
& Print this page before submitting the GPA records to CSAC

~  Click Submit GPAs to CSAC (GPAs will only be updated at CSAC when this step
IS completed)

USED - [ Academic Year - IED

Please Enter the Number of New Records to AdjJEJI =

GPA Records Successfully Submitted




GPA BATCH UPLOAD




DATA COLLECTION OPTIONS . . .

A. Create text file using your Student Information
Management System (e.g. Aeries)

B. Use Excel to create your file and upload to
WebGrants

—



OPTION A

- Convenient if you will be submitting GPAs for your entire
senior class.

« Use your SIMS to export the necessary data into a text file
then upload the information to WebGrants.

« The text file must meet file specifications in order to upload
successfully.

 File specifications are available in WebGrants in the Help
Menu.

—




FieldNam

Length

Position

Comment

SSN 9 Numeric Required
Blank 1 Filler 10 Blank
GPA 3 Numeric |11-13 Required
Blank 1 Filler 14 Blank
School ) ]
Code B Numeric |15-20 Required
Blank 1 Filler 21 Blank
High ]
school 1 Alpha 22 Required
Blank 1 Filler 23 Blank
HS Grad & Numeric |24-29 Required
Date

Blank 1 Filler 30 Blank
SP School ) -
Code 6 Numeric |31-36 Required
Blank 1 Filler 37 Blank
State

Student |10 Numeric |38-47 Required
ID

DATA FILE SPECIFICATIONS

55N | GPA | School Code | YorN | HS Grad Date




OPTION B

 If you will be collecting many GPA Information Release
forms from students over time.

* You can save an Excel spreadsheet to your computer and
add student data as you receive Release forms. Then
upload your file in February.

* Your Excel spreadsheet must be saved as a text file and
must meet file specifications in order to upload successfully.

—



When using Excel to create your GPA
file, you must first format all cells as
text.

To do this:

« First, click on the corner cell
between “1” and “A” to highlight all
cells

« Next, right click to choose “Format
Cells”

« Then, select "Text” in the Number
tab

« Last, Click "OK”

FORMAT CELLS AS TEXT

1 S N = b
B[] [8]8[0[8]s]5]5[5]5 ] |8 ]5]E]5]0 @ ] ] |o]s o] | A

A B | o | e | F | & | u |
’, ———
Format Cls . 1 i
Mumber Alignmentl Font I Border I Fil IProhecﬁon |
Category:
General Sample
Mumber
Currency
Accounting Text format cells are treated as text even when a number is in the cell,
Date The cellis displayed exactly as entered,
Time
Percentage
Fraction

Scientific

Special
Custom




ADDING STUDENT DATA TO EXCEL FILE

GO = oL s oW R e

(W]

= = == fﬁCnnditinnal Formatting = | J*= Insert - v ‘Q? L?a

J "o ow EE== - $ - % * | iFormatasTable~ I Delete - ﬂ' Z
Paste . | .- e TRE : el Sort & Find &
F | iE iE | e <2 ;o =} Cell Styles ~ "|Format = | 2" Filter~ Select -

. Bookl - Microsoft Excel

Insert Page Layout Formulas Data Review View

Number ] Styles Cells Editing

MName S5MN GPA School Code HS GPA? Grad Date  Spring School Code 551D
Van Holt, Chris 123456789 400 '050001 Y ‘062014 '050001 "1234567290
Smith, John 1234567389 297 '050001 Y ‘062014 '050001 "1234567390
Cortex, Maria 123456789 321 '050001 Y ‘062014 '050001 "1234567890




SELECT AND DELETE TITLE ROW

- -

Page Layout Formulas Data Review View

o Cut T =
L Calibri -l A A== | ¥ | Sfwrap Text Text - Eﬂg—;‘
-4 Copy ~ =
Paste - [/ - AL === = = | @ = - 0 s | =0 .00 | Conditional
- _/ Format Painter B U | — | O — - = | i & | Ex{Merge & Center - R S Formatting -
Clipboard T Font P Alignment T Mumber T

A o C D E F G H
MNam| i E:i}_ GPA School Code HS GPA? Grad Date  Spring School Code 551D
p3\/an Holt, Q| g paste options: :400 :DSDDDI ¥ :DE-EDM :050001 :123456?850
eM smith, Johl [ 297 050001 y 062014 050001 1234567890
W Cortex, Ma|  paste specia.. 321 050001 Y 062014 050001 "1234567890
3 Insert
o Delste
7 Clear Contents
a % FEormat Cells..,

Eow Height...

Hide
Unhide




THE ROW IS GONE AND THE DATA MOVED UP

FPaste

L4

g Cut

-4 Copy ~

¥ Format Painter
Clipboard s

1 Cortez, Maria
el Smith, John
=8 \Van Holt, Chris

LD =] @ Ln

123456759
123456739
123456739

400
297
321

Data

050001
" 050001
" 050001

Review View

[l
%

(1]
141
I
IThA!
m

Alignment

062014

E
Y
F
Y 062014
Y 062014

w7 ; Wrap Text

050001
050001
050001

@ Merge & Center -

General
$ Y% o

Number

1234567890
1234567390
1234567390

-

«.0 .00
00 =.0

P




DELETE NAMES

Insert Page Layout Formulas Data Review View
d Cut Calibri -ln S| == ;| P+ | =iwrap Text Text -
— -4 Copy ~ e A P o o0 |
dsle - - - - g g E _E _E ey - - £ =
. _f Format Painter B I U i e =E = = | i= = | -1{Merge & Center $ L G0 0 |
Clipboard I Font I Alignment P Mumber Ia
Al - Cortez, Maria
A | & cut
=23 Copy

1 [Cortez, Mari ; ;a:;optms: 753 400 050001 ¥ 062014 050001 1234567890
2 [Smith, John =] 789 297 i 050001 ¥ i 062014 i 050001 1234567890
3 |VanHolt, CH  rastespecar. 89 321 | 050001 vy | 062014 050001 = 1234567890
F | Insert
5 Delste

Clear Contents
i) _

21" Eormat Cells,.

Vi Eow Height...

Hide

Unhide




NOW LET'S SAVE AS TEXT

=) & Cut
—2 Copy ~
Paste
- f Format Painter
Clipboard

"

Data Review View
Calibri -lu - A A S == | Bre | =iWrap Text Text
B [ U'|_' {5‘1'&' §§§|§;§§§ -afMerge & Center ~ | § - % o | %D
Font Ia Alignment I Mumber

B 123456789 400
ol 123456789 297
e 123456789 321
4

Lo =] & Ln

050001 Y 062014 050001 1234567890
‘050001 Y 062014 050001 1234567290
050001 Y 062014 050001 1234567890




SAVE AS TEXT (MS-DOS)(.TXT)

Insert Page Layout Formulas

Review

Bookl_-—- Microsoft Excel

General =

_?__;'l Conditional Formatting -

Sr=Insert -

2r &3

Sort & Find &
Filter = Select -

| Calibri

3 - = - | % - 9% » | % FormatasTable - I Delete ~
Paste - fren

. B 7 U - | | - S = Cell Styles ~ "7 Format -
Clipboard Font F} Alignment F} Mumber = Styles Cells

—
A25 - I~
D
1 123456789 400 050001 ¥ 062014 050001 1234567890
2 123456789 297 " 050001 A " 062014 " 050001 1234567390
3 123456789 321 " os0001 ¥ " ope2014 " oso001 1234567890
A
5
i | Save As Z2
]
)
r [ lsers stC5A <k - | Search D
.u.*?lg«Ler » tfrost.CSAC » Desktop » | 9” g

B
=1 File name: Cal_Grant_GPA.tdt -
10 Save as type: | Text (MS-DOS) (*.bet) g -]
11
= Authors: Tabitha Frost Tags: Add atag
13
14 -+ Browse Folders Tools - [ Save ] [ Cancel ]
15




CLICK 'OK’ TO FIRST ALERT

@ - T B
Microsoft Excel @

The selected file type does not support workbooks that contain multiple sheets.

! \ « To save only the active sheet, dick OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

[ ok | [ cancel |

Was this information helpful?

. — I




CLICK 'YES' TO SECOND ALERT

7

Microsoft Excel ﬂ :

Cal_Grant_GPA.txt may contain features that are not compatible with Text (MS-DOS). Do you want to keep the workbook in this format?

'0‘ « To keep this format, which leaves out any incompatible features, dick Yes.
- « To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[YesJ{No][Help]




HERE’'S YOUR TEXT FILE

123456789 400 050001 Y 062014 050001 1234567890
123456789 297 050001 Y 062014 050001 1234567890
123456789 321 050001 Y 062014 050001 1234567890

-
—




California Student Aid Commission (sarrp)
WebGrants SVStem Enrollment GPA Student Info School Info Roster/Reconciliation Data Transfer Chafee Grant

NOW, UPLOAD THE TEXT FILE

Portal Menu WebGrants Tools Help Sign Out

Upload GPAs | File Upload Status | Add GPAs | Change/View GPAs | Add Test Scores | View/Change Test Scores |High School Graduate Verification

Delete GPA Batches [Late GPA Appeals

GPA Menu

Unload GPAS S

File Upload Status
Add GPAs
Change/View GPAS
Add Test Scores
View/Change Test Scores
High School Graduate Verification
Reporis
Delete GPA Batches

Late GPA Appeals

Privacy Paolicy

Contact Us




STEP 1 OF 3:UPLOAD GPAS SCREEN

California Student Aid Commission Portal Meny WebGrants Tools Help SignOuwt
WebGrants System Enrollment GPA StudentInfo SchoolInfo RosterReconcihation Data Transfer Chafes Grant Byrd Scholarship

|

'

Step 1 of 3: Select a file to upload by following the instructions below.

Upload GPAs

o Enter the file path and name of your file (Use the BROWSE button to find your file)

 File type must be .txt or .xml
o Select the GPA type (if necessary) all boxes checked will apply to all records on the upload

» Click the Begin Upload button to start this operation

GPA File:

Academic Year: v

| Begin Upload |




File Uploading. Please wait...




STEP 2 OF 3: GPA FILE UPLOAD STATUS SCREEN

its Syste m Enrollment Student Info School Info Table Edit RosterFeconciliation Data Transfer Chafee Grant User A dministration
PAs File Upload Status Add GPAs Change/View GPA: res View/Change Test Scores High School Graduate Verification

Step 2 of 3: Review Pending Records
GPA File Upload Status

Valid Records will be copied to CSAC when Submit Records is clicked.

Download Invalid Records Instructions: To view, select the Download link. To download, right click on the Download link and choose the "Save"
option.

Schools must print or download their invalid records prior to completing the upload. Once valid GPA records are submitted, the invalid data is
irretrievable.

View Valid Records File Name 05271900.txt
File Size 11018
File Type
Total Records

te iy pain

Valid Records
Invalid Records
Deleted Records

View / Print Invalid Records
Download Invalid Records

Step 3 of 3: Submit Records to CSAC

Y When Submit Records is selected you will receive an "GPA File Successfully Submitted" message. We recommend that you print your
submitted records at that time.

Submit Records |




STEP 2 OF 3: GPA FILE UPLOAD STATUS SCREEN

its Syste m Enrollment Student Info School Info Table Edit RosterFeconciliation Data Transfer Chafee Grant User A dministration
PAs File Upload Status Add GPAs Change/View GPA: res View/Change Test Scores High School Graduate Verification

Step 2 of 3: Review Pending Records
GPA File Upload Status

Valid Records will be copied to CSAC when Submit Records is clicked.

Download Invalid Records Instructions: To view, select the Download link. To download, right click on the Download link and choose the "Save"
option.

Schools must print or download their invalid records prior to completing the upload. Once valid GPA records are submitted, the invalid data is
irretrievable.

- " File N 05271900.txt
View Valid Records = ame
File Size 11018

File Type text/plain
Total Records

Valid Records
Invalid Records
Deleted Records

View / Print Invalid Records

Download Invalid Records

Step 3 of 3: Submit Records to CSAC

Y When Submit Records is selected you will receive an "GPA File Successfully Submitted" message. We recommend that you print your
submitted records at that time.

Submit Records |




PRINT THE INVALID RECORDS (CTRL + P)

VIEW AND PRINT INVALID RECORDS

WebGrants System

fle Edt

view
2 C

_| GPA Printer Page

Higtory

Valid Records v
Download Invali
option

Schools must p
irretrievable

GPA File Upload
Invalid Records
Academic Year 2010 - 2011

File Name: 05271900 txt
Number of Records: 4

Administration

Page: 1 choose the "Save"

Date: 11724/2009) 46 invalid data is
Time: 4:18:34 PM

v v R. School HS Grad Spring
iew Valid Records # N S— o ~
— Rec# SSN GPA “coge SP2  Doie  SchoolCode SEATRE
==L Flag 2430022088
1 312 052719 Y 062009 052719
2 414 052719 Y 062009 052719
View / Print Invalid Re 3 303 052719 Y 052719 052719
Download Invalid Rec
4 414 052719 Y 062009 052719

When Submit R
submitted recor

Reject

Reason
Invalid SSN
Invalid GPA
Invalid HS
Grad Date
Invalid GPA

ou print your

vemirye




MAKE NECESSARY CORRECTIONS IN THE EXCEL
SPREADSHEET AND RE-SAVE AS TEXT

Data Review View

=) % Cut =

=4 Copy ~
Paste e =
-/ Format Painter — - =

Clipboard

Text

= | A | 2 Wrap Text

|§§ i= | -a|Merge & Center~ | § * % o | %0

I

Alignment

123456739 400 050001 062014 050001 1234567890
123456789 297 050001 Y 062014 050001 1234567890
N 123456789 321 050001 Y 062014 050001 1234567890




CLICK ‘SUBMIT RECORDS’

WebGrants Sys tem Enrollment - Student Info School Info Data Transfer
GPA Upload GPAs File Upload Status Add GPAs Change/View GPAs Add Test Scores View/Change Test Scores High School Graduate Verification

Reports Delete GPA Batches

Step 2 of 3: Review Pending Records

GPA File Upload Status

Y Valid Records will be copied to CSAC when Submit Records is clicked.

File Name 05271900.txt
File Size 11018
File Type text/plain
Total Records 290
Valid Records

View Valid Records

Invalid Records
Deleted Records

Step 3 of 3: Submit Records to CSAC

Y When Submit Records is selected you will receive an "GPA File Successfully Submitted” message. We recommend that you print your
submitted records at that time.

Erivacy Policy Contact Us

VERIFY ¥




YOU HAVE SUCCESSFULLY UPLOADED YOUR GPA

FILE. PRINT THE SUBMITTED RECORDS.

WebGrants System Enrollment Schoollnfo Data Transfer
GPA Upload GPAs File Upload Status Add GPAs Chanae/View GPAs Add Te:
Reports Delete GPA Batches

Congratulations. Your file has been successfully submitted to CSAC. We strongly recommend that you print a copy of the file for
your records before proceeding, and maintain the report as proof of submission. The report will not be available once you exit
this screen.

THIS IS THE FINAL SCREEN!

Batch Number 201
File Name 05271900.txt
File Size 11018
File Type text/plain
Date Created 11/24/2009 4:23:50 PM
Total Records Submitted 290
Records Added as Active GPAs 290
Records NOT Added to Active GPAs 0
0 Failed additional edits on the GPA record.

0 have an existing record for the student with equal or higher GPA value.

< Print Submitted Records > Return to Upload GPA Screen I




REPORTS




REPORTS

WebGrants>Data Transfer Menu>Report Download

SSN GPA Reports at a Glance

- GPA Summary Report
Summary of GPA records submitted
- Student Summary Report
Displays student’s status after the SSN GPA has been received
Financial Application (No GPA) Report

Displays list of students who have submitted a FAFSA/Dream
Application but do not have a GPA on file.

Your Cal Grant Awardees Report (formerly School of Origin)

Displays students by name and date of birth that have been
offered the Cal Grant award.

—




REPORTS

GPA Summary Report

« An accumulative list of GPA records received as of the report
date

- Updated daily

« Check for GPA submission accuracy the following day after your
upload.

—



REPORTS

Student Summary Report

- Students application/award status

GPA Summary Report & Your Awardees Report combined into
this one comprehensive report

- Refreshed nightly, However, award status information will begin
to update weekly starting January

« Compare this report to your records checking for possible
errors

« Remind students to complete their FA application

—




REPORTS

Financial Application no GPA Report

Students that have submitted a FAFSA/Dream Act application,
but no GPA has been submitted.

Available beginning in January

Updated weekly, check for new reports on Monday

2015 Enhancements:
Student Date-of-birth Column added
Sorted students by last name
Field Key Added

—




REPORTS

Your Cal Grant Awardees Report

« Students that are being offered a Cal Grant award
« Available beginning in February
« Updates weekly, check for new reports on Monday

« 2015 Enhancements:

Limited to only current year seniors
Formerly named ‘School of Origin’ Report
SSID and School Student ID Added

High school grad date added

Field Key Added

—




CORRECTIONS




CORRECTIONS

* Correction Letter:

« Address letter (on school letterhead) to Cal Grant Operations
- Explain that incorrect information was originally submitted
 List incorrect information and correct information

« Make sure the GPA, School Code, Grad Date, student last

name, first name, and date of birth are provided.
 List your contact information in case we need clarification

 Mail to: CSAC, Cal Grant Operations, P.O. Box 419077,
Rancho Cordova, CA 95741

—




THANK YOU FOR ATTENDING

Contact & Training Resources

» schoolsupport@csac.ca.gov
« School Support Phone 888-294-0153

« WebGrants Help: SSN GPA Upload User Guide

—



